Salary Committee
REGULAR MEETING MINUTES
Wednesday, August 19, 2020
1% Floor Meeting Room, City Hall

Present: Councilmembers Mary Fortier, Scott Rosado, Peter Kelley, Mayor Ellen Zoppo-Sassu
Staff: Linda Milia

1. CALLTO ORDER

On motion of Councilman Rosado and seconded by Chairperson F§ , 18,
2020 special meeting minutes on file. “

3. JULY 14, 2020 SPECIAL MEETING MINUTES.
On motion of Councilman Rosado and seconded by %} ’ IeT,
2020 special meeting minutes on file. "

rson For&,;r it was voted to 57

4. REQUEST TO UPGRADE THE POSITION OF EXECUTL4 :
AGING. ?
Mayor Zoppo-Sassu stated that the requested ipezade is in recognition
andyfor eqﬁfty purposes as the pOSlthg is the é){//%%éﬁart ent hegad posé
unit that is lower that Salary Level 10. %////Z///// /
On motion of Councilman Rosado and seconded@y Co }B
Council to upgrade the pOSlt )
Level 10 within the BPS
<
5. REQUEST TO Up& E THE P
DEPARTMENT OF A@i@@ & /
Patricia Tomascak Executi v ” ¢

upgrade mé’ltl@ /{é’e ducatl {%A’ %glreme}i/%t/{ ig/

and Wll ontlnue to
/

he responsibilities of the position;
within the BPSA bargaining

t was voted to recommend to City

le
7 epart %gmg from Salary Level 9 to Salary
/-%r 1,2020.

ofZAging, noted several reasons to support the requested
the responsibilities of the position have expanded,

%/ con ded by Councilman Kelley, it was voted recommend to City

a f m{/{é/

upgrade the po 9N Joordinator from Salary Code 6 to Salary Code 8 within the Local
i mg unit, effectlv// ?ctobeﬂ/ 2020, :

= /%// - f

\9\\'@

6. %}9// HE TITLE, JOB DESCRIPTION AND SALARY CODE OF THE
STAFF ASSIS /,,y/” TH]L/DEPARTMENT OF AGING.
Patricia Tomascak . ///c/Dlrector -Department of Aging noted that a rewrite of the job description and
upgrade based on the e of work was appropriate at this time.

On motion of Councdz an Rosado and seconded by Councilman Kelley, it was voted to recommend to City
Council to change the position of Staff Assistant to an Administrative Assistant at Salary Code 5 within the
Local #233 bargaining unit, effective October 1, 2020.

7. NEW BUSINESS - There was a brief discussion regarding the City’s desire to compress some of the
administrative job titles within Local #233. Chairperson Fortier stated that she will contact the Union to
discuss.



8. OLD BUSINESS —None

9. TO ADJOURN
At 5:35 p.m., on motion of Chairperson Fortier and seconded, it was unanimously voted to adjourn.

ATTEST: //J’WM Q‘*—#v

Lindad. Mlhy
Recording Secretary
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CITY OF BRISTOL
SALARY COMMITTEE AGENDA REQUEST FORM

To: Salary Committee
. Diane Waldron

From:
{Requesting Department Head)

Date: 11/16/2020
(Submission Date}
11/18/2020

For the

{Date of Salary Committee Meeting}

ACTION REQUESTED: {ex. job creation/revision/elimination /upgrade/title change; change to
Personnel Policies & Procedures; department reorganization; changes to salary schedules for
seasonal and non-bargaining employees)

Re-organization of Comptroller/Treasurer's Office per attached summary.

BRIEF BACKGROUND/HISTORY TO SUPPORT REQUEST:

Due to two retirements proposal is to eliminate 1 position, Accounts Payable/Receivable Supervisor and transition
Payroll and Pension Supervisor to new Payroll and Benefits Supervisor. Through re-alignment of duties upgrade
remaining positions commensurate with additional responsiblities. Proposal is to provide for efficiencies, enhanced
internal controls, back up for critical positions, and a better flow of accounting and financial reporting.

{Relevant attachments such as a department overview, budget/ salary worksheets,
proposed job descriptions, bulleted lists etc., as may be informative, should
accompany this request)

FINANCIAL IMPACT (actual or estimated $, or none: $ (24,759) estfannual

Phased in as per Summary
EFFECTIVE DATE OF ACTION:

Regular meetings of the Salary Committee are held on the third Wednesday of each month at 5:15
p.m. in the 15t Floor Meeting Room.



COMPTROLLER/TREASURER OFFICE REORGANIZATION PLAN
Overview:

Currently the Treasurer’s Office is comprised of:

e Elected Treasurer

e Deputy Treasurer

e Accounting Clerk .
The Elected Treasurer positicn is part time and not directly involved in the day to day operations of the office.
The office is responsible for the cash management function of the City which encompasses investment of City
funds, depositing and reconciling cash receipts and disbursements, managing banking relationships,
coordinating activities with banking institutions, managing debt payments and processing retirement benefits
for City, Police and Fire retirees. As the Treasurer is an elected/part time position there is very little
supervision of the Treasurer’s Office on a day to day basis.

The Comptroller’s Office is comprised of:

¢ Comptroller
Assistant Comptroller
Assistant to the Comptroller
Senior Accountant
Budget and Accounting Assistant
Accounts Payable/Receivable Supervisor
A/R Accounting Clerk
A/P Accounting Clerk
Payroll and Pension Supervisor
Payroll Clerk '

¢ Benefits Specialist
The two departments are integral to the day to day financial operations of the City and really need to work
together to ensure the proper flow of accounting and financial reporting, maintain strong internal controls and
make sure all statutory, legal and accounting requirements are adhered to. With regard to the Treasurer’s
Office the optimal structure would be to assign oversight responsibility of the day to day operations to
someone who is here on a regular full time basis and can oversee the coordination between the two
departments. As noted in the Proposed Organizational Chart the recommendation is for the Comptroller to
have operational oversight of the Treasurer’s Office per a memorandum of understanding with the Treasurer.

PROPOSED RE-ORGANIZATION

Accounting and Budget Division:

e Upgrade of the Assistant Comptroller position is recommended from BPSA Salary Level 10 to 11 as
more Treasurer Gffice and pension processing oversight will be coordinated with Comptroller as well
as overall supervision of additional staff (Benefits Specialist).

e Eliminate the Accounts Payable/Accounts Receivable Supervisor position and distribute supervisory
responsibilities to the Senior Accountant and the work responsibilities to the Budget and Accounting
Assistant, A/R Account Clerk and A/P Account Clerk. The elimination of this position is possible due to
a retirement. _

e Re-class the Senior Accountant position from 233 Code 12 to BPSA Salary Level 7 as more supervisory
responsibilities will be assigned.

e Upgrades are proposed for the Budget and Accounting Assistant and A/P and A/R Account Clerks to
align to additional responsibilities.



Payroll and Benefits:
e Phase out Payroll and Pension Supervisor upon retirement on or about October 31, 2021.
» Create Payroll and Benefits Supervisor position at 233 Code 12. Expect to over hire with a hire date on
or about March 1, 2021 to plan for transition as well as implement bi-weekly payroll. Modify
responsibilities of current Payroll and Pension Supervisor to oversee the Benefits Specialist with regard

to integration of payroll benefit related items and oversee the processing of pension payments and
payrolls. The processing of the pension payrolls is similar to the City’s payroll processing and tax
reporting. This position would coordinate salary information for final pension calculations and
estimates but not be primarily responsible for the calculations but assist as needed.
¢ Increase responsibilities of Payroll Clerk to provide back up to pension payrolls, responsible for
workers’ compensation claims processing and calculation of pension contribution refunds. Upgrade
from 233 Code 7 to Code 8.
e Assign administration of all retiree health benefits from the Treasurer’s Office Accounting Clerk
position to the Benefits Specialist.

Treasurer’'s Office;

e Comptroller to provide operational oversight and supervision of this department.
» Accounting Clerk title'would be changed to Treasurer and Pension Coordinator with additional
responsibilities for pension calculations and processing.

Change — upgrades effective 1/1/2021 except Budget
Position Treasury/Pension Coordinator effective 11/24/2020 Impact
Comptroller NO CHANGES No change
Assistant Comptroller BPSA Salary Level 10 to BPSA Level 11 $5,265
Assistant to the Comptroller NO CHANGES No change
Senior Accountant 233 Code 12 to BPSA Salary Level 7 54,373
Accounts Payable/Receivable
Supervisor Eliminate (566,203)
Budget and Accounting 233 Code 8A to 233 Code 10 57,751
Assistant
A/R Account Clerk 233 Code 6to 233 Code 7 $3,415
A/P Account Clerk 233 Code 6to 233 Code 7 $3,415
Payrotl and Benefits
Payroll and Benefits new position- 233 Code 12 $75,814
Supervisor
Payroll and Pension Phase out and eliminate ($66,203)
Supervisor
Payroll Assistant/Clerk 233 Code 710233 Code 8 $3,425
Benefits Specialist 233 Code 8A 1o 233 Code 9 51,898
Treasurer’s Office
Deputy Treasurer NO CHANGES No change
Treasury and Pension Coordinator - 233 Code 6 to 233 Code
Accounting Clerk - 8 52,291
P/T Bookkeeping Clerk NO CHANGES
NET SAVINGS to G/F {524,759)
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CITY OF BRISTOL Date: February-2013
November 2020 :

Title: Assistant Compiroller
Department: Compiroller’s Office

Upgrade from BPSA Level 10 to BPSA Level 11

Position Geal:
Implements budget and coordinates all accounting activities for preparation of the

-Comprehensive Annual] Financial Report.Interfaces actounting with Information Systams.
Monitors funds and coordmates and assists external and internal audit.

Essential Duties: _
o Works with a high degree of independent action.
‘e Serves as the operations person in the development and maintenance of financial
operations and implementation of internal controls and fiseal policy.
» Implements and monitors approved budgeis.
* Researches and analyzes financial data to ensure aceuracy and integrity of data.
* Supervises office staff through division supervisors.
e Counsels and trains department personnel.
* Coordinates with all Departments and the Board of Education regarding accounting,
budgeting, and grants-in-aid. _
* Provides guidance and training to City employees on budgetary and accounting matters.
» Coordinates with and assists auditors as needed.
* Coordinates financial activities with Information Systems and maintains system seourity
for accounting and payroll.
» Coordinates program operations and goals with other departments and government
agencies.
» Consults and coordinates with the Treasurer’s Office concerning bank accounts,
mvestments, and accounting,
. & Assists the Comptroller in compiling data for bond and note offermgs
* Addresses accounting impacts of negotiated collective bargaining agreements in areas of
budget, payroll, benefits, and pension. :
» Assists in compiling health insurance cost data and oversees administration of all City
insurance programs,
* Assumes the responsibilities of the Comptroller during the absence of the Comptroller,
» Attends meetings of Board of Finance, Joint Board, and the City Council.
» Responds to inquiries from employees and vendors regarding financial administration and -
policy.
* Directs preparation of financial statements and various state and federal reports.
© May coordinate with other City-affiliated agencies concerning accounting and budgeting.
o —Performsreloted-duties-asrequired:
» Coordinates activities of Treasurer’s Office for cash management and pension benefit

payments.
o Performs relaied duties as required.




Supervised By: Receives gesieral direction from the Comptrolier. "~

Qualifications Profile: : o _ : .

Redquires a Bachelor’s Degree in Accounting or related field and four or more years of
increasingly responsible experience in public financial management, including a minimum of
two years of supervisory experience. Master’s degree preferred: Gonsiderable: knowledge of -
municipal and finanéial analysis principles and practices with good knowledge of information
systems as applied fo an accounting and financial thatiagement system. Must haye excellent ..
interpersonal skills. Must be proficient in the use of cfamputefs; MUNIS experience preferred.
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City of Bristol, CT

Job Description

Job Title: Accounts Payable/Receivable Supervisor
Department(s): Comptroller '

Code: 10

FLSA Status: Non-Exempt

Prepared: October 12, 2017

Summary: Supervises and coordinates activities of department staff engaged in calculating, posting, and
“verifying financial data for use in maintaining accounting and statistical records by performing the following
duties. :

Essential Diities and Responsibilities include the following. Other duties may be assigned. Oversees the
conduct of City employees completing accounting functions. Prepares financial reports and statistical
information for the pension, health benefits and workers’ compensation funds, Organizes and retains ail
financial records. Prepates and balances journal entries and posts journals. Supervises and participates in
preparing and auditing materials requiring analyses of supporting documents and insures that all transaction
entries are entered into the system properly. Identifies and resolves problems and inconsistencies,
determining appropriate corrective procedures. Determines work procedures, prepares work schedules, and
expedites workflow. Assigns duties to department staff and examines work for exactness, neatness, and
conformance to policies and procedures. Oversees accounts payable functions, such as input of vendor
invoices and encumbrances and balancing of checks to accounts payable reports. Annually compiles
information to prepare 1099 forms. Completes various governmental surveys pertaining to pension. Assists
in collecting data for certain grant submissions as necessary.

Supervisory Responsibilities: Directly supervises employees in the Comptroller’s Office.
- Education: Bachelor's (4-year) college de'gree or equivalent.

Experience: At least4 years of relevant experience is required. Education and experience may be
substituted.

Computer Skills: To perform this job successfully, an individual should have intermediate knowledge of
Financial Management sofiware, including Purchasing and Payroll systems; strong knowledge of Spreadshest
software; and basic knowledge of Internet and Word Processing software.

Supervised By: This position is supervised by the Assistant Comptroller.

Physical Demands: The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individnals with disabilities to perform the essential functions.

‘While performing the duties of this job, the employee is regularly required to sit and talk or hear, The
employee is occasionally required to stand and reach with hands and arms. The employee must occasionally
lift and/or move up to 10 pounds.

Work Environment: The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions. While performing the
duties of this job, the employee regularly works in indoor or office environment.



City of Bristol, CT
Job Description - new BPSA position — Salary level 7

Job Title: Senior Accountant
Department{s): Comptroller
Code: 7

Reviewed: November 2020

Position Goal:

Supervises and coordinates activities of accounting staff engaged in calculating, posting, and verifying
financial data, and the application of principles of accounting to analyze complex financial information for
use in maintaining accounting, budgetary and financial reports by performing the following duties:

Essential Duties and Responsibilities
s Oversees the implementation of the annual City Budget.
»  Assigns duties to accounting staff and examines work for exaciness, neatness, and conformance to
policies and procedures.

e Organizes, maintains and retains complex fiscal records.

Prepares State and Federal Financial Reports. : -
Prepares journal entnes mcluding budget amendments from Board of Finance and Joint Board
meetings.

Maintains General Ledgers through the trial balance of all City funds.

Balances cash on a monthly basis with the Treasurer's Office.

Prepares statistical and narrative reports and related presentations as required.

Closes out accounts within the General Ledger and prepares audit schedules and worksheets.
Works with Grants Administrator and oversees the submission of expenditure/receipt reports on all
Federal and State grants.

‘Advises City staff in the proper accotinting of ﬁnanc:lal transactions.

Oversees accounts payable and accounts receivable functions,

Makes recommendations regarding the accounting of balance sheet and income statement accounts
Supervises and participates in preparing and auditing materials requiring analyses of supporting
documents and insures that all fransaction entries are entered into the system properly.

* Assumes duties of Payroll and Benefits Manager in their absence.

»  Other duties may be assigned. :

Supervisory Responsibilities: This position may function as.a working supervisor in the capacity of
assigning work, training and providing guidance to other City departmental employees responsible as
required. Supervises Accounts Receivable and Accounts Payable Clerks and Budget and Accounting
Analyst. :

Education: Bachelor's (4-year) college degree in Accounting or equivalent.

Experience: At least 6 years of relevant experience is required. Education and experience may be
substituted. .

Computer Skills: To perform this job successfully, an individual should have expert knowledge of
Financial Management software; intermediate knowledge of Database software; expert knowledge of
Internet software; intermediate knowledge of Purchasing software; intermediate knowledge of Spreadsheet
software; and expert knowledge of Word Processing software.

Supervised By: This position is supervised by the Assistant Comptroller.



City of Bristol, CT
Job Description

Job Title: Senior Accountant
Department(s): Comptroller
Code: 12

FLSA Status: Non-Exempt
Reviewed: May, 2014

Summary Applies principles of accounting to analyze complex financial information and prepare
extensive financial reports by performing the following duties.

Essential Duties and Responsibilities include the following. Other duties may be assigned. Oversees the
implementation of the annual City Budget by assisting and directing subordinate accountant. Maintains
complex fiscal records. Prepares State and Federal Financial Reports. Prepares journal enfries, including
budget amendments from Board of Finance and Joint Board meetings. Maintains General Ledgers through
the trial balance of all City funds. Balances cash on a monthly basis with the Treasurer's Office. Prepares
statistical and narrative reports and related presentations as required. Closes out accounts within the
General Ledger and prepares audit schedules and worksheets. Prepares cash receipt tickets with proper
budgetary coding including handling deposits and recording of complex pass through grants. Works with
Grants Administrator and oversees the submission of expenditure/receipt reports on all Federal and State
grants. Makes recommendations regarding the accounting of balance sheet and income statement
accounts. Fills in for Payroll and Benefits Manager and assists with accounts payable as assigned.

Supervisory Responsibilities: This position may function as a working supervisor in the capacity of
assigning work, training and providing guidance.

W QDAL w 0&

Education: Bachelor's (4-year)£ollege degree or equivalent.

Experience: At least 6 years of relevant experience is required. Education and experience may be
substituted. '

Computer Skills: To perform this job successfully, an individual should have expert knowledge of
Financial Management software; intermediate knowledge of Database software; expert knowledge of
Internet software; intermediate knowledge of Purchasing software; intermediate knowledge of Spreadsheet
software; and expert knowledge of Word Processing software.

Supervised By: This position is supervised by the Assistant Comptroller.

Physical Demands The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

‘While performing the duties of this job, the employee is regularly required to sit and talk or hear. The
employee is occasionally required fo stand and reach with hands and arms. The employee must
occasionally lift and/or move up to 25 pounds.

Work Environment The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions, While performing
the duties of this job, the employee regularly works in indoor or office environment.



City of Bristol, CT

Job Title: Budget and Accounting Assistant
Deparimeni(s): Comptroller

Code: 10

FLSA Status: Non-Exermpt

Prepared: November, 2020

- Summary Applies principles of accounting to analyze financial information and prepare financial and
budget reports by performing the following duties.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

e Compiles and analyzes financial information to prepare journal entries to general ledger accounts.

» Prepares the Department’s annual budget request, and assists with reviews of other departments’
annual budget requests.

e Enters budgetary data into the financial management system.

o Assists with review and compilation of the City’s annual budget document. Attends budget
ineetings as assigned.

» Analyzes financial information detailing balance sheet, revenue and expense, and budgetary
accounts.

s Prepares various reporis to summarize the City's current and pI'O_] jected financial position for
evaluation by management.

e Prepares information for external audits.

* Reviews, investigates, and adjusts mconmstenmes in financial entries, documents, and reports
from all City departments.

« Collects appropriate data and assists in the preparation of federal, state and local reports.

e Provides back up support for weekly payroll and annual W-2 processing.
Prepares and balances journal entries and posts journals.
Identifies and resolves problems and inconsistencies, determining appropriate corrective
procedures,

o Annually compiles information to prepare 1099 forms,
Verifies input of vendor invoices and encumbrances and balancing of checks to accounts payable
reports, ‘

e Processes unemployment claims and related reports,

e Assists in collecting datd for certain grant submissions as necessary
s Provides administrative support and office assistance as needed.

Supervisory Responsibilities: This job has no supervisory responsibilities.

Education and Experience: Associate’s degree or equivalent. At least 4 years of relevant experience is
required. Education and experience may be substituted.

Computer Skills: To perform this job successfully, an individual should have intermediate knowledge
of Financial Management software; basic knowledge of Database software; intermediate knowledge of
Internet software; intermediate knowledge of Spreadsheet software; and intermediate knowledge of Word
Processing software.

Supervised By: Thislposition is supervised by the Senior Accountant or as assigned.

Physical Demands The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable accommodations may



be made to enable individuals wnh disabilities to perform the essenual funchons

Wh;le performmg the dutles of this Job the employee is regularly requtred t6 sit and talk or hear. The -
- employee is occasionally required to stand and reach with hands and arms. The employee must
occas1onally 1ift and/or move up to 25 pounds, : Lo

Work Enwronment The work environment characieristics described here are representatwe -of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
may be made to ehable individuals with disabilities to perform the essential functions. While performmg
the duties of thls job, the employee regularly works in indoor or ofﬁce environment. .



City of Bristol, CT

Job Title: Budget and Accounting Assistant
Department(s): Comptroller

Code: 8A

FL.SA Status: Non-Exempt

Prepared: December 2017

Summary Applies principles of accounting to analyze financial information and prepare financial and
budget reports by performing the following duties.

Essential Duties and Responmbllltles include the following. Other duties may be assigned.
Compiles and analyzes finaneial information to prepare journal entries to general ledger accounts.
Prepares the Department’s annual budget request, and assists with reviews of other departments’ annual
budget requests. Enters budgetary data into the financial management system. Attends budget meetings
as assigned. Assists with review and compilation of the City’s annual budget document. Analyzes
financial information detaulmg balance sheet, revenue and expense, and budgetary accounts. Prepares
various reports to summarize the City's current and projected financial position for evaluation by
management. Prepares information for external audits. Reviews, investigates, and adjusts
inconsistencies in financial entries, documents, and reports from all City departments. Collects
appropriate data and assisis in the preparation of federal, state and local reports. Provides back up
support for weekly payroll and annual W-2 processmg Provides administrative support and office
assistance as needed.

Supervisory Responsibilities: This job has no supervisory responsibﬂifies.

Education and Experlence' Assoclate s deg;ree or eqmvalent At least 4 years of relevant experience is
required. Education and experience may be substituted.

Computer Skills: To perform this job successfully, an individual should have intermediate knowledge
of Financial Management software; basic knowledge of Database software; intermediate knowledge of
Internet software; intermediate knowledge of Spreadsheet software; and intermediate knowledge of Word
Processing software.

Supervised By: This position is supervised by the Senior Accountant or as assigned.

Physical Demands The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and talk or hear. The
employee is occasionally required to stand and reach with hands and arms., The employee must
occasionally lift and/or move up to 25 pounds.

Werk Environment The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
roay be made to enable individuals with disabilities to perform the essential functions, While performing
the duties of this job, the employee regularly works in indoor or office environment.



City of Bristol
Job Descripfion

Job Title: Accounting Clerk - A/P
Departmerit(s): Comptroller
Code: 7

FLSA Status: Non-Exempt
Prepared: November 2020

Summary: Assists in the maintenance of accounts payables and receivables, computes, classifies,
- records, and verifies numerical data for use in maintaining accounting records by performing the
following duties.

Essential Duties and Responsibilities include the following, Other duties may be assigned.

« Compiles and sorts documents such as invoices and cash receipts, substantiating financial
transactions.

Verifies and posts details of financial transactions to databases.

Receives and andits all invoices for payment, checks department receiving records, purchase
order encumbrances, addresses and vendor 1099 codes for accuracy, and researches
discrepancies. Inputs invoices in database for payment.

Assists with the preparation of 1099s

Receives all cash receipts from Treasurer and inputs receipts in database

Balances disbursements

Prepares analysis of accounts as required.

Reconciles general ledger accounts with various registers.

Organizes and retains all financial records in an orderly and concise manner.

Assists employees, vendors, clients, or customers by answering questions related to
accounts, procedures, and services.

Prepares and balances journal entries

e Performs other accounts payable, accounts receivable or clerical duties as required.

. * & 5 ¢

Supervisory Responsibilities: This job has no supervisory responsibilities.
Education: High school diploma {or GED).

Experience: Atleast 3 years of relevant experience is required. Education and experience may be
substitioted.

Computer Skills: To perform this job successfully, an individual should have intermediate
knowledge of Financial Management software; basic knowledge of Internet softwars; intermediate
knowledge of Spreadsheet software; and intermediate knowledge of Word Processing software.

Supervised By: This position is supervised by the Senior Accountant or as assigned.

Physical Demands: The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

‘While performing the duties of this job, the employee is regularly required to sit and talk or hear.
The employee is occasionally required to stand and reach with hands and arms. The employee must
occasionally lift and/or move up to 25 pounds.

Work Environment The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable



-accommodations may be made to enable individuals w1th disabilities to perform the essentlal
functions.

Whlle perfoxmmg the duties of this job, the employee regularly works in indoor or ofﬂce
environment.



City of Bristol
Job Description

Job Title: Accounting Clerk - A/P
Department(s): Comptroller
Code: 6

FLSA Status: Non-Exempt
Prepared: August, 2015

Summary: Assists in the maintenance of accounts payables and receivables, computes, classifies,
records, and verifies numerical data for use in matntaining accounting records by performing the
following duties.

Essential Duties and Responsibilities include the following. Other duties may be assigned.
Compiles and sorts documents, such as invoices and cash receipts, substantiating financial
transactions. Verifies and posts details of financial transactions to databases. Receives and audits all
invoices for payment, checks department receiving records, purchase order encumbrances, addresses
and veador 1099 codes for accuracy, and researches discrepancies. Inputs invoices in database for
payment. Receives all cash receipts from Treasurer and inputs receipts in database Balances all
disbursements before turning them over to the Treasurer.- Prepares analysis of accounts as required.
Reconciles general I&adger accounts with various registers. Organizes and retains all financial records
in an orderly and concise manner. Assists employees vendors, clients, or customers by answering
questions related to accounts, procedures, and services. Performs other accounts payable, accounts
receivable or clerical duties as required.

Supervisory Responsibilities: This job has no supervisory responsibilitics.

Education: High school.diploma (or GED). .

Experience: At least 3 years of relovant experience is required. Education and experience may be
substituted.

Computer Skills: To perform this job successfully, an individual should have intermediate
knowledge of Financial Management software; basic knowledge of Internet software; intermediate
knowledge of Spreadshest software; and interinediate knowledge of Word Processing software.

Supervised By: This position is supervised by the Accounting Supervisor or assigned.

Physical Demands: The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

‘While performing the duties of this job, the employes is regularly required to sit and talk or hear.
The employee is occasionally required to stand and reach with hands and arms. The employee must
occasionally lift and/or move up to 25 pounds.

Work Environment The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions. :

While performing the duties of this _]Ob the employee regularly works in mdoor or office
environment.



City of Bristol

Job Title: Accounting Clerk - A/R
Department(s): Comptroller
Code: 7

FLSA Status: Non-Exempt
Prepared: November 2020

Summary: Assists in the maintenance of accounts payables and receivables, computes,
classifies, records, and verifies numerical data for use in maintaining accounting records by
performing the following duties.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

Compiles and sorts documents, such as checks, substantiating financial transactions.

o Verifies and posts details of financial transactions, such as funds received and disbursed
to databases.

¢ Balances disbursements for review and prepares for distribution to Treasurer.
Prepares accounts receivable records for billing and monitors receipt of payments.

e  Assesses and records late fees on overdue billing, and attempts to collect payment on
overdue invoices through customer contact.

* Processes all accounts payable warranis, runs checks, balances to and posts cash
disbursement journals. Reconciles general ledger accounts with various registers.

e Prepares analysis of accounts as required.
Organizes and retains all financial records in an orderly and concise manner.
Maintains security of checks.
Assists employees, vendors, clients, or customers by answering questions related to
accounts, procedures, and services.

» Prepares and balances journal entrics
Performs other accounts payable, accounts receivable or clerical duties as required.

Supervisory Responsibilities: This job has no supervisory responsibilities.
Education: High school diploma (or GED).

Experience: At least 3 years of relevant experience is required. Education and experience may
e substituted. '

Computer Skills: To perform this job successfully, an individual should have intermediate
knowledge of Financial Management software; basic knowledge of Internet software;
interraediate knowledge of Spreadsheet sofiware; and intermediate knowledge of Word
Processing software. '

Supervised By: This position is supervised by the Senior Accountant or as assighed.

Physical Demands: The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employes is regularly required to sit and talk or
hear. The employee is occasionally required to stand and reach with hands and arms. The
employee must occasionally lift and/or move up to 25 pounds.

Work Environment: The work environment characteristics described here are representative



of those an employee encounters while performing the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the

essential functions, -

Wﬂik_: performing the duties of this job, the employee regularly works in indoor or office
environmeni. .



City of Bristol

Job Title: Accounting Clerk - A/R
Pepartmeni(s): Comptroller
Code: 6

FI.SA Status: Non-Exempt
Prepared: August, 2015

Summary: Assists in the maintenance of accounts payables and receivables, computes,
classifies, records, and verifies numerical data for use in maintaining accounting records by
performing the following duties.

Essential Duties and Responsibilities include the following. Other duties may be assigned.
Compiles and sorts documents, such as checks, substantiating financial transactions. Verifies
and posts details of financial transactions, such as funds received and disbursed to databases.
Balances all disbursements before turning them over to the Treasurer. Prepares accounts
receivable records for billing and monitors receipt of payments. Assesses and records late fees
on overdue billing, and attempts to collect payment on overdue invoices through customer
contact. Processes all accounts payable warrants, runs checks, balances to and posts cash
disbursement journals. Reconciles general ledger accounts with various e gisters. Prepares
analysis of accounts as required. Organizes and retains all financial records in-an orderly and
concise manner. Maintains security of checks. Assists employees, vendors, clients, or
customers by answering questions related to accounts, procedures, and services. Performs other
accounts payable, accounts receivable or clerical duties as required.

Supervisory Responsibilities: This job has no supervisory responsibilities.
Education: High school diploma (or GED).

Experience: At least 3 years of relevant experience is required. Education and experience may
be substituted.

Computer Skills: To perform this job successfully, an individual should have intermediate
knowledge of Financial Management software; basic knowledge of Internet sofiware;
intermediate knowledge of Spreadsheet software; and intermediate knowledge of Word
Processing software.

Supervised By: This position is supervised by the Accounting Supervisor or assigned.

Physical Demands: The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions,

While performing the duties of this job, the employee is regularly required to sit and talk or
hear. The employee is occasionally required to stand and reach with hands and arms. The
employee must occasionally lift and/or move up to 25 pounds.

‘Work Environment: The work environment characteristics described here are representative
of those an employee encounters while performing the essential functions of this job.
Reasonable accommodations may be mads to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee regularly works in indoor or office
environment.
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City of Bristol, CT
Job Description

Job Title: Payroll and Pension Supervisor
Department(s): Compiroller

Code: 10

FLSA. Status: Non-Exempt

Prepared: August 2016

Summmary Supervises and coordinates activities of workers engaged in processing the payroll and administers retirement
benefits for plan members under the general city, police and fire retirement programs, by performing the following duties:

Essential Duties and Responsibilities include the following. Other duties may be assigned.

Responsible for review, maintenance and update of personnel and payroll data and records such as names, rates of pay,
occupations, changes in wage rates, positions, tax status, etc. of employees on payroll. Responsible for the processing of
payroll. Performs some payroll related fumctions for Board of Education employees as required. Updates changes to pay
rates and related data in payroll register or computer files. IJirects compitation of pay according to City policies and
bargaining wnit agreemnents. Prepares various Federal and State reports, tax forms and deposits when required, Reviews
payroll to ensure accuracy. Utilizes knowledge of laws and regulations regarding taxes and payroll withholding procedures,
and researches and implements new laws and regulations as they come into effect. Answers employee questions regarding
payroll matters. Reviews and approves payroll deductions such as garnishments. Acts as liaison between Payroll and MIS
divisions to ensure payroll staff comprehension and accurate implementation of payroll system requirements, revisions, and
recommendations. Supervises the printing of payroll checks, direct deposit receipts, and vendor checks. Processes workers
compensation claims payments. Fach year, prepares W-2s and assists in preparing1095°s for all employees. Trains city
staff regarding payroll functions as required. Processes employee requests for retirement information and calculates refunds
of contributions for terminated employees. Answers questions and explains pension prograims to employees and
dependents Maintains records of investment managers. Provides data for preparation of annnal actuarial evaluations for
pension funds. Prepares agendas and related materials for meetings of the General City Retirement Board and records and
transcribes meeting minutes of that Board. Processes pension related payments for vendors. Prepares special payroll,
pension and other related reports as assigned. Coordinates work with Benefits Specialist as necessary. Performs related
duties as assigned,

Supervisory Responsibilities: This position may function as a working supervisor in the capacity of training and providing
guidance.

Education: High School diploma or GED required.
Experience: Atleast 4 years of relevant experience is required.

Computer Skills: To perform this job successfully, an individual should have intermediate knowledge of Financial
Management systems; intermediate knowledge of Database software; expert knowledge of Human Resource systems; expert
knowledge of Payroll systems; basic knowledge of Spreadsheet software; intermediate knowledge of Word Processing
software; and basic knowledge of Presentation software.

Supervised By: This position is supervised by the Assistant Compiroller.

Physical Demands: The physical demands described here are representative of those that must be met by an employee to -
successfully perform the essential functions of this job. Reasonable accommodations may be made fo enable individuals
with disabilities to perform the essential functions.

While petforming the duties of this job, the employee is regularly required to sit and talk or hear. The employee is
occasionally required to stand and reach with hands and arms. The employee must occasionally lift and/or move up to 10
pounds.

Work Environment: The work environment characteristics described here are representative of those an employse
encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions, While performing the duties of this job, the employee
regularly works in indoor or office environment.



City of Brisiol, CT
Job Pescription

Job Title: Payroll and Benefits Supervisor
Depariment(s): Comptroller

Code: 12

FLSA. Status: Non-Exempt

Prepared: November 2020

Summary Supervises and. coordinates activities of employees engaged in processing Cify payroll, pension payroll and
employee benefits, by performing the following duties:

Essential Duties and Responsibilities include the following. Other duties may be assigned.
+ Responsible for review, update and maintenance of personnel and payroll data, and records of employees on
payroll, including updates of changes to pay rates and related data in payroll register or computer files.
e  Verifies computations of pay according to City policies and bargaining unit agreements.
Responsible for supervision and assistance in the preparation and processing of payroll; including payroll related
processing functions for the Board of Education and Bristol Burlington Health District, as required.
« Reviews. payroll to ensure accuragy and responds to employee inquiries.
Reviews various Federal and State repotts, tax forms and deposits prepared by other staff.
Researches and implements new laws and regulations and incorporates changes into payroll process prior to their
effective dates.
« Reviews and approves payro]l deductions such as garnishments.
»  Acts as liaison between Payroll and MIS divisions to ensure accurate implementation of payroll system
requirements, revisions, and recommendations; coordinates training for payroll staff.
»  Responsible for the programm’atic design and implementation of computer functions that improve automated .
aspects of payroll processing,
Works with Human Resources for various payroll related situations and interpretation of bargaining agreements,
Supervises the printing of payroll checks, direct deposit advices and vendor disbursements.
Responsible for the preparation of W-2s and assists in preparing 1095°s for all employees annually
Trains city staff regarding payroll functions as required.
Coordinates data necessary for the preparation of the arinual actuarial evaluation for the City’s pension fund.
Prepares special payroll, pension and other related reports as assigned.
Supervises and coordinates work with Benefits Specialist as necessary.
s Coordinates processing of employee requests for retirsment and refimds of contributions for terminated employees.
o Supervises and coordinates bi-weekly and monthly pension payroll. Verifies processing of pension warrants and
distribution of pension withholding. _
¢  Performs related duties as assigned.

Supervisory Responsibilities: This position may function as a working supervisor in the capacity of ﬁ:ainjng and providing
guidance to the Payroll Clerk and Benefits Specialist as well as the pension payroll processing functions.

Education/Experience: Bachelor’s Degree in Accounting or related field with minimum two years of experience in payroll
related functions; or an Associate’s Degree in Accounting or related field with four years of experience in payroll related
functions, Experience with interpretation and 1ppl1cat10n of municipal bargaining agreements, and employee benefits, is

- desired.

Knowledge, Skills and Abilities: Considerable knowledge of payroll processing and payroll auditing principles and
procedures. Excellent interpersonal and analytical skills required.

Compnuter Skills: To perform this job successfully, an individual should have expert knowledge of Financial Management,
Human Resource and Payroll Information systems; intermediate knowledge of Word Processing and Spreadsheet software;
and basic knowledge of Presentation software.

Supervised By: This position is supervised by the Assistant Comptroller.

Physical Demands: The physical demands described here are representative of those that must be met by an employee to



successfully perform the essential fimetions of this job. Reasonabla accommodahons may be made to enable individuals
with disabilities to perfonn the essential fu:nct:{ons

While performing the duties of this job, the employee is regularly requued to sit and talk or-hear. The employee is
occasionally required to starid and reach with hands and arms. The emp]oyee must occasiopally 1ift and/or move up to 10

pounds.

Work Environment: The work enwronment characteristics described here are representatwe of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. While performmg the duties of this job, the employee

regularly works in indoot or office environment.



City of Bristel, CT

Job Title: Payroll Clerk
Department(s): Comptroller
Code: 8

FLSA Status: Non-Exempt
Prepared: November 2020

Summary Compiles payroll data to maintain payroll records by performing the following duties.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

¢ Compiles, reconciles and balances payroll data from departments. Researches and resolves errors and
discrepancies. -

+ Completes interface into live payroll system for processing,

¢ Updates and verifies accuracy of employee withholdings for taxes, insurance and union dues as
applicable. _

¢ Processes Personnel Action Forms (PAF) for new and terminated employees and changes in status and/or
wages of current employees. :

+ Prepares payroll checks and direct deposit advices and transactions.

* Prepares and maintains weekly and monthly liabilities for all payroll related withhoidings.

s TUpdates various payroll spreadsheets and schedules.

»  Assists users, employees and vendors with payroll questions.

¢ Maintains employes records and files and prepares employee data reports as needed.

¢ Provides verification of employment.

e Processes and submits State and Federal taxes and assists with W-2 processing.

Creates direct deposit and positive pay files.

Provides back up for bi-weekly and monthly pension payrolls.

Calculates refund of pension contributions for terminated employees,

Responsible for workers compensation claims payment processing.

+ In the absence of supervisor, responsible for weekly payroll processing.

s Provides office and clerical support as needed.

Supervisory Responsibilities: This job has no supervisory responsibilities.
Education: High school diploma (or GED).

Experience: Atleast - 4 years of relevant experience is required. Education and experience may be
substituted.

Computer Skills: To perform this job successfilly, an individual should have basic knowledge of
Database software; basic knowledge of Intemet software; intermediate knowledge of Payroll systems;
intermediate knowledge of Spreadsheet software; and intermediate knowledge of Word Processing
software.

Supervised By: This position is supervised by the Payroll and Pension Supervisor.
Physical Demands: The physical demands described here are representative of those that must be met

by an employes to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.



W]ule performmg the duties of this job, the employee is regularly required to sit and talk or hear. The
employee is occasionally required to stand and reach with hands and arms. 'Ihe employee must
occasmnally 1ift and/or move up to 10 pounds.

Work Environment: The work environment characteristics described here are representative of those
an employee encounters while performing the essential functions of this job. Reasonable -

accommodations may be made to enable individuals with disabilities to perform the essential fimctions.
While performing the duties of this job, the employee regularly wqus in indoor or office environment.






